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Procedure: 101-Payments to Individuals 

Rj^rnjoji^ 

Procedure: 104-Transfer of Funds (money) Between UW-Madison 
Departments/Funding Sources 
Date: 08/17/05 



Statement of Procedure: 

• Purchase_of ^qds gjLS^yices_wjthin UW-J^adjson 

• sJ|^j?aymejTt Transfers 

• Non-Salajxfayinent_Transfe.rs . ,. „ „,.,_, 

• Transfer p_f funds fmo_ney) for. allowable program. siip^ort^inclu^in^salaQ?: 
support . i _. 

• Fund_§ (moneyj aj^ikbULtyJji 133 aj2d_1.44.projectZg.rajTts 

Purchase of goods or services within UW-Madison: 

• Use interdepartmental Billing Form for direct charge or issue an internal 
requisition. Use appropriate class code for buying department and internal 
sales credit code for selling department. For major internal billing units (e.g. 
Physical Plant, MDS) follow their specific procedures. 

Note: Use of salary class codes is not permitted. 

• If services are provided by an individual, use class code 3350 (internal 
services) for the charge and 3960 (internal sales) for the credit. On 
interdepartmental billing form/requisition, state an explanation such as for 
services provided by departmental personnel for the period of 



Salary Payment Transfers: 

• A salary payment transfer should be used to change any coding element on 
a previous salary payment. A salary payment transfer must idenUfy an 
associated appointment ID number and pay period to be reflected in the 
Salary Fringe Detail (SFD) file in Wisdm. 

See Salary Cash Transfer Form. 

Actual fringe benefits corresponding to the salary transfer are also 
automatically transferred and posted in the journal that is created. 

• A summary transfer of lump sum salary amounts is also acceptable; however 
these amounts must be identified at least at the class code level. An 
attached listing of individuals involved must be included or documented at 
the department originating the transfer. Corresponding fnnge benefit 
amounts must also be calculated at the extramural project rate and included 
for transfer at the class code level (1899 for unclassified and 1999 for 
classified). Note: lump sum salary transfers will not be posted to the 
SFD file; they will post only to the General Ledger in SFS/Wisdm. 
Lump sum transfers must be submitted using the non-salary 
payment transfer form. 

httptfww.bwsvc.wisa 1/9/2006 
App: 09/827788 KWAN *-[ f 

PAGE 69/72 • RCVD AT 1/14/2006 4:00:20 AM [Eastern Standard Time) * SVR:USPTO-EFXRF-6724 * DNIS: 2738300 * CSlDiecorpnu * DURATION <mm-ss):34-12 



From: Chris Kwan To: Robert Rhode Fax: 1-270-7178961 Date: 1/14/2006 Time: 7:52:48 PM Page 70of 72 

Procedure: 101-Payments to Individuals 

See ^m^an^J^^gg^^^ jon for 133/ i44 

KiaS^& of salary transfers on 
effort reporting (PAR). 
Non-Salary Payment Transfers: 

. A non-saiary payment , 

SSJS SSKSS MSKS.^ or Wnted at «. 

department originating the transfer. 

See Pa^entXransferJReguest (NojtSMaryJ 

. A summary transfer of lump sum amounts ^JJ^^KHi^ 
raSJBS vouS aSKfc documented at the 

department originating the transfer. 

Transfer of funds (money) for allowable program support, including 
salary supporti 

. If both funds (charge and credit) are the same GPR fund, process a budget 
transfer. 

See Madjson .Budget Office 

(GPR funds are 101 thru 119, 126, 171 thru 179, 402, 403, and 406) 
code 3302 is for Dean/Division Office use only. 

Note Exception: Funds (money) ^"^ r ™ SSmVwI 
allowed on the following funds: 101 projects, 133,135,142,144,1©! 

projects/grants. 
Funds (money) availability in 133 and 144 project/grants: 

. To maintain the integrity of these project/grants, it is not possible to process 
•find ^ranSers" on 133 and 144. RSP establishes segregated accounts for a 
specific purpose (as outlined in the RSP transmittal form and attached 
proposal/granVcontract/documentation). In accordance with the terms and 
Conditions provided by the sponsors, incurred project/grant expenditures 
must be readily identifiable as reasonable, allocable a »o^ b ' e J" d ft ..... of 
consistently treated. Allowing -fund transfers" would lead to the possibility of 
Srn^ling unrelated funds in accounts leading to multiple accounting and 
reporting problems. 

. Instead, there are mechanisms available to allow multiple departments to 
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Procedure: 101 -Payments to Individuals 

i w these accounts. The most common and simplest approach is to request 
tte Son 'of sending edits on a 133 and 144. Adding a department s 
UDDsSiTe %£££J** of spending edits ^authorizes ^umbrances and 
expenditures with those edits to be processed m ™J™™g™*^' 
Requests to expand edits are handled via email routed to RSP via the 
appropriate school/college. 

. a second ootion is the creation of sub-accounts. For projects with complex 
' a\:co?n^ requirements, a f^* "*S^St 

In those cases, multiple accounts can be created-each with ite own Duagec 
and saendina authority. These "sub-accounts" are linked in ESIS through the 
use ^-SSSr^JSi^ field. All related sub-accounts share the same 
reference information in their "senior account" field. 

Requests for sub-account(s) are made through Research and Sponsored 
Programs using one of these forms available on the RSP website. 

RejauejLt_t&££iQbjish_a.^n^ 
jMujtipte..s^j?rAccsurit. Form. 



Related Policy: 

AQArTansfe^JEu^ 



Sources 



Who should know this procedure? 

Deans, Directors, and Staff who deal with transfers 



Related Documents: 

IaterJ.epartmenLali^ 
SaJarxCost Iransfer Form 

PayirenjLTansfer^em^U^ ___ 
Riquest_to_Est9biLsh ajgingltSufcAjoQunLcM RSP 
MullipJe_Sub- Account Form RSP 

Contacts: 

Dave.Dierj.cks 
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Procedure: 101-Payments to Individuals 
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